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. %o twprove the writing 2ilsty snd corvespondence tectniqies
- af Agency porsonnele :
2. ASSUH TION:

. mst s Agency desives Yo improve the abilitlen of iis petple
whenever voseible, provided the cost md tims required is resgonsble.

.. Our writings i sibutandard,” (g endlces A wd B)

' be Our writing wnmmemt be resdily recognliod or eorrected,
We bave neither sts-dards for Wnamgrmr writing, nor guides ©

dmprove 3% e }
2. The velue of publish A ~uides 38 recomnised by many Federal

~ sgenetes. (Arpendices C, D, B aed 7).

e Dmproving e qual&.v of jgency wrilige is e phase of the
Corresrendonce Mamapeacnl ¥eogres. {&ppendix 6}

£. ‘he copt in siall selaxies o duvelc) ‘he propoged guides tamot
ve lsolated from wial saleyy expenses ¢f lhe gerreppondence Hapsgenent
o vrogram.  Facels of she PrOgYes kre Interrelated. Uevalopiog ome pro-
. dupes msterisl for anothar. ‘The cost of prinilng and ismuing seberial,
however, ¥ill be spyroxindsely 800 the iret year, md 3350 eash year
therealter. 25X1A9a
25X1A%, viden will be developed vy s, - 1rs. felen

ot the Oenersl Services Offive. “usll MGErLECH and edu-~
eptlonal backgroumds Tully qualify thea for the taske.

Lo DIBCOSEIHS

g« The wriiing sisndards of only ten yesrs &20 m¥e ontaoded, .
sgobbledygock,” *Federsless,” exoess Verblage, and flowery phrasen
are out of place. They confilet with aedern business yrectces.
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$ipemmiioing A8 now e arder. Hewcv i , ey of our ;ec; i hEve pot
suakened 0 ite Ve ses exemples of s every day--dn regulsiiens,
gorrdapenienct, mrﬁ, staf! stadiosy and oiher wrel tings. AR

»e It might be agked, "Why w0l uE “ne ubtewial ol other agencies)

»ubl podn 1w aggee, Gx asjority avel
rowever, Gy o nol drisy ihe pILles nomee hay G0 Bwly snd cannot,
ghow iy exanpls wWABYe in pariicalar e wridnes of tiis Agengy are
«fton helow murierm piandsrds., Ye o §oint au: eur needs gonvineingly
only by illustratizg & esilic sgeuey & [leiencics.

€. Ir corvespeiuitnce Banagemernil, ‘one does net eunsider lbe tectnbiues
of ef feciive writdny &Ry Jremn eLer Ifane '8 ©1 the LIOTHD, Appendlx G
ig & srief om our Jprgesporience Hanagrosdt YTOEPRRe e uspserseores: and
£ tarred passages TWTREaEl AB 8CiE ol L orTrssonience menagemcht dunling
wity the isprovesen’ e wriing twchnd one  foaeving U.eee woald leave &
ereat void in what we corsler & vellbroanded effective provress

de «e have fownd ¢uwwles of rrepasticsl orrors i Ageuny writings.
Lomever, ‘hetsc are nal our ARJor COIEIT. W& ape s.riving fur suresaliusc
readable viiting. Atds ‘o craswtiesly carect wred iz are well provided
far ir the proposed Jlemogrsnbest :g waistts Quide being developed by
e Ofiice of TEASiIEg. OGr PIOPCBEE Rl T erciore will noi contain
asterial on gromasg, po ctuation wnlivation, shderscoring, snd & ner
siniler fundescritalse ?‘

8. G& pIOPOBE. a4 relesse LeK% Reriad on & well~ilann:d basis in
a series of unclaspificd iuforsationd shests. interest will be arvused
Wmrearh the use of fMers aud Dob erg ragh of t.ese will aleo carry A
so8l tive messnge Jr Leroviig ewr tipy or siremmlining correspoRdancs.
(nouanees will be pamcied for levse-fpal whnilog) & sover will be peevided
wit the fiywt relesge, Ne foel canf wuids #cihed will cnsourage resiplents
 sssesble he guddte iuto ecuplete juy.ole. We turtier believe has the
series mothod will efsury contimdag o teremt anc wili wpesl 0 those who
are reluctant to perese a singls vo pad au®  SeXte

f. Developast. 9. '¢ "ropesed g,.xm wilil be ceerdinated w.th ke
offies of 'raining. "
Se UKL BIONS :

et the Ags will enefid uima&l& wy previdinz iis emplayees
with gaides to eff-etiw writdng, ‘B progras ie nesded md dusired.

Iis cost sheul b momed nany Lags sver tnough o laproved o allly
of Agevmy wyliings, &id the gesral j g covemmat of Uik peressnel.
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et the m‘;‘ Mingal Servieos .;Ace; be mthorized o devwlng
ne writing guides descrided In Shls P er.

I/
; 25X1A9%9a
Chiet, mn«m tervices Office
ANNELLSS ' Cd oyt Hoods
sppendix Ae feniquar terp-iilde Foly W Detersine the igrnoy
" for Publivhed Bufties on the of writing.
Appemdiix from Agemcy
Appendix g: ‘$ng Tour Liens se Mrough Writing.®
De ook o © TalN .
Apowndix Se TMRAgEae & rrogrea ffr Strémlining Co: PONpOnANCen,
e gfculiive lotiers.” (
ﬁ;ﬁ% §: My Correspondence Banageaent F rogram--iis Alas a«d
Bow Accowp pde"
SONCUHRENCES
/af

_ , 25X1A%9a
1r tor of "raining

Actiom by mm Authoritys
Api roveds ﬁh!
Q ke Bs WHITS wor
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. Mx.:?en the *M.. of Writing

L o o - m oo T
The following wiges helr svim

yues Wmaummv
fems mmm:*qw&%~ﬁ, w, G, Fnﬁ

Opiniomss Cuslity fovabey

I twoen *my w 2

“tioed® 3

o tween "Good® and :
npalye :

ralr® L

Retween "Faird wd N
tPour® J

*Could de w{wm | !

Mhe need for queldty th expyessei or Lwplied by esch persen
pollied.

rnestion: Whlch method ml:kmt efivotively lmprove the quality

s e 1mmcu: of litwratare ou the subjest?
Be A formel ,ré ning progprem?
Opisionst Hepod Eunber
Issunnee ui' % 4 seratare
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V 2 I ang $Y ] ,%;r;:“ﬁ
asjori = .at few peonis retdin all the inf. natisn i@ﬂ
%m ﬁﬁ:ﬁi?& % mﬁng obsrsad. Trom ithls W{M iam |
cﬁ;mza}mm et ‘he vEine of refurance seterisl is universslly recog 2@tie

pezdos of . amphlets sdpotable o & 1oossleal dimder, oF

nestions Now weuld you like ‘o %aw suph materisl furnishedeeln o
in compleis book Iow

Opiniomss The igsusnce of anteriel in 8 series of pamphlets is the
uBMimOuS prelermnoe.

Guestiont @ yom (el thal your 4 fles would benefis L10m 8 Burvey

aewiomed tw stremling and reduce oo rresponcanont
Upinionss Basber
Tes 8
' Ho 2
qot Applicaulle b

2. ‘his summary ia substantiated wd the poliing sheets on file in the
senursl ervices U fice.
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LET'S vESL GUR ofk. poPotiabil

It may be hard w balieve Lut “he solicwing exiracis ar. from our patisrn
letters used repesteclys '

*In view @ the fset Gt [ 8 yet wuable 0 rooort any deel-
et in gomcotion with youl spplisation for caplojmast with
the Cenigal [ntelligenge sghncy, 1 do want you %o kKnew onke
sore thef %e interest we b tain in your gqualifications is
a aolive one.” '

Izn't this bDetiler!

Tour sppligstion for mﬁmt in iis fgency is ptddl
bedng ockaldered. Whem sion is mads we Will netily

you prosg tly.
Bere's wh.at we elisfnateds
25 words,
3B ayllsbics
3 o s llieble words

2 four pyllable words
L prepapitional vhrases

Lensider this oael

*should hLare be ary relicfi change in your ysysonsl plans
regarding your inlsrest i.n; his Agency, or should yeu have
axy questlons yeparding M« particulars is your case, I
want W invite you W combunicate with me by latter st
youyr sgnveniense.®

Isnt i this eleater;

If you have ang questionsm 03 if any personal shamge shoald
affect your iateresd in yeur appliestion, please write us.

Jur prening sliminaded:
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& {inal exmmples

; o lett we om: yeal-
¥ of the circausianges In Wy levier, oa: 3
';&Ym*& you e in no u;sws.ﬁm;‘ :; mggﬁtr nzmmw§ é;tﬂin
this Wi, HAewewer, we do wish ¥ MEREE  you get
touch WAL ::i agﬂn’m “he eventJou DeQGEO inteyertmd iB
s position here &% sny Wme in m Petage.

Ient' & thiz sharper?
ve roalise you esuwt acoepd & phsition with W Row. I

condl‘Aens chenge sc iaat yea will wish o recombider, e
will be ‘mw 4o near from yaoue

&

Modern times call - o hat these
' ' e gtyles in wi timg. Doms i you adel -
“‘"‘th prove mx? m; :131 time omf be sewed-etiat our Mn :in
grREp uh:t wa m m’gﬁm more eamily té tuay will heed less time read
Gar writings?

woie OB ' - {ox
|atts wodernige sole of our latest regalatory mm;.:zn e::z;m
' Ve 1 g By b ;?ﬁnéwmm
raphe. %unmﬁddpvma Jgen. 11 e e
of threc or more syllsbles 1o & miriga, our senteRces mveregs lenpth

’ ol of ° nregasdsation whose
"for this TEMSUR, €Very o4 oi he Td -
iggau invelve ‘ne obligation #d W"ﬁ;‘;’“ of Mwm-
tial fumds should not enly % s:: ihe mqnhw . elying &f"‘

£ o o 34
Let's scy how We 458 wxsrove 14

j (o8, Jlayee whoss 44 vz mithorise his wﬁ twde
;zgéim g;?nhmm undays‘a d spplicable regulations
and 81l basic prineiples.

: b 4 ; 1y werds
happemcd: ¢ cu ko o p zigal sentence Srom B w iy .
pangdind ﬂn;. w0 b3 ?m?am? m; of i nature of tlw a;;fmw v ;;.a m
vy fma i,j:'.u 'u isng wverds, Bal W osve cat eight o w‘mg ionr uy e
m:éu to tm, g elimimated ene it.¢ sylisule words 1o ?ﬁztmm +
:iﬂaan is more yesdsble, ta¥ you spant less time reading 1%,
rossibly you will rememier it hng%t

,. e rPEsY
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ratte ook ab & other ool

“elugadon of wihorl'y Lo . wmw s livng W levels

m:ﬁﬁﬁ-m W provide e eew% of dseretionary judg-

ant. CORBEDERTSY wi‘h Lhe mgxi nde or significance of
ti. ats MIMO 'L

his sppearsd as @ entlre nrwm&: ients 1t ddfiienil o eyl
%m'?fﬁﬂm Wwying # sy Lhat oertal tssks will B Wi“ B ETBORLS.
who ave caalified to hasdle heat | pant & the wan!”mﬁh*hmmﬁ
as though thay e awakmg down to éhm?

cantt we 1LY this ome?

* e ﬁmﬂiﬂ"m yeguintosy s ; »
for Tue o of jolieien pand wwm‘mm en: entiel o
the ;&mf of tae Urgmdsld

awd delincotes the funo)
the ﬁm tndd videadly &

objestdve of optublishing singg-eees of ;uryose and eifi-
uiwwd*m%wiﬁntqﬁ imlmddwﬁ.smﬂww

Here is onc possilie revision)

e WM*M reg:latoyy syj en cxprespes polisie: e
xzzm tial o omr wﬁ.m. it desspibes the
fungtiens Txgenisalion Poegoneiis W et mm ®
singles sim @d wmta it °
ationsl mnd adei-dstrative sef ﬁum

he (rgonishtients policise C copoontiares Are Legued in
Mnm 5. &p:um mm@:mmmm
ganily :wm - r aim is for elficieney and

§s rative as:ivides.

fome times lang mmm 1 PepaPis. LHentences ean Le ket
U&WM‘%.MW agc‘hcm. fiere i 2 goud &X=
saple from aue of o8r repori ;

rscongil te tiehe with spproswlial persesinel toward the solve
ing of proréwnt snd ex’ ami slearinoe botilenechs is
contimed.®
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doesn' t thie obe 5811 you a bty

" here was teistive sgreemmn?i
aystem Wt U @
the astariel of sl) divizine of
et the mamdnl could be sdep tef
rather tan il uhe divigien.®

cant t we somvey the sase hought m% 4 Were uncerstandacle wd resdsble
uayt  Por exemple: :

far the entire Oifice

it wee sgroed at our Ciddng spsten esuld Le ais ted
offion wide. twever, Mlag {rem sll divimione msb
we reviewes Bafere wils cam be jore. |
Here is something wore in eresbing Lam a ercssword pugsle. cam Jeu
reduoe thers expfessions 0 slmple Janguage” Tray were ‘uksn L300 our
# yaelinll ndey hest¥y mblisgaﬁmé.”

*he pense 0f B group seeme’ ® ve et in peri Jdde was
pubsiblee”

By eomuch Wiglld @.iuort would nod o t&in owiny $0..."
4y eelB deperaient LpoR COUBOMIC ﬁ?sw i greater depthese™

"eeennd the Agescy Will hawe s rxchange of views i order
0 obwmine e
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¢ ta whenever posellle.

et 1 ) %
imm%’ ,imt - *%Zi';:iw fe is dictated or M
tive, sabjes: w.se? hel el e NNEN.E o
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